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Section 1
Employee First Name:  As stated.Employee Last Name.  As stated.Position Title.  From Position DescriptionPay Plan/Series/Grade. For which the applicant is applying.RPA #.  As assigned.Position Location.  Based on position description.Directly Related Experience.  Attach a justification memo for covering each period justifyingDirectly related experience for the job the applicant is applying to.From/To.  Provide the month/day/year covering the period worked in the directly related position.Total Time.  Express the total time covered by year/months.Discharge Type. As stated. Grade Eq. State the government service grade the experience is equivalent to. 
Section 2
Other Compensation/Recruitment Flexibility Used. As stated. 
Section 3
Certification.  Printed name/signature of the recommending official/first level supervisor with Date of signature. 
Section 4
HRD Use Only.  As stated. 
Section 5
OCHR Use Only.  As stated. 
NOTE:
Upon form completion, follow the instructions located in SECNAVINST 12631.1, enclosure 2, Documentation Procedures.
 
PRIVACY ACT STATEMENT: In accordance with 32 CFR Ch.VI (Series) 701.106 (d) contact DNS-36 at 202-685-0412 or DONFOIA-PA@navy.mil to develop a Privacy Act Statement.
AUTHORITY: Section 552a of title 5 United States Code (U.S.C.), the Privacy Act of 1974, as amended, (Reference (b)), and prescribes uniform procedures for implementation of the DoD Privacy Program 10 U.S.C. 5013, Secretary of the Navy; 10 U.S.C. 5041, Headquarters, Marine Corps; and E.O. 9397 (SSN).
PURPOSE(S): Information about an individual that identifies, links, relates, or is unique to, or describes him or her, e.g., a social security number; age; military rank; civilian grade; marital status; race; salary; home/office phone numbers; other demographic, biometric, personnel, medical, and financial information, etc. Such information is also known as personally identifiable information (i.e., information which can be used to distinguish or trace an individual's identity, such as their name, social security number, date and place of birth, mother's maiden name, biometric records, including any other personal information which is linked or linkable to a specified individual).
ROUTINE USES:  When an individual is requested to furnish personal information about himself or herself for inclusion in a system of records, a Privacy Act statement is required regardless of the medium used to collect the information (paper or electronic forms, personal interviews, telephonic
interviews, or other methods). The Privacy Act statement consists of the elements set forth in subparagraph C2.1.4.2 of this chapter. The statement enables the individual to make an informed decision whether to provide the information requested. If the personal information solicited is not to be incorporated into a system of records, the statement need not be given. However, personal information obtained without a Privacy Act Statement shall not be incorporated into any system of records. When soliciting SSNs for any purpose, see subparagraph C2.1.2.2 of this chapter.
DISCLOSURE: Before disseminating any personal information from a system of records to any person outside the Department of Defense, other than a
Federal Agency, make reasonable efforts to ensure that the information to be disclosed is accurate, relevant, timely, and complete for the purpose it is being maintained.
SYSTEM OF RECORDS NOTICE: Identify the specific statute or the Executive Order that authorizes maintaining personal information in each system of records. The existence of a statute or Executive Order mandating the maintenance of a system of records does not abrogate the responsibility to ensure that the information in the system of records is relevant and necessary. If a statute or Executive Order does not expressly direct the creation of a system of records, but the establishment of a system of records is necessary in order to discharge the requirements of the Statute or Executive Order, the statute or Executive Order shall be cited as the authority.
SECTION 1 - GENERAL ANNUAL LEAVE ACCRUAL RATE INFORMATION
No.
Directly Related Experience:
(attach the justification memo covering each period)  
From:
(MM-DD-YYYY)
To:
(MM-DD-YYYY)
Total Time:
(Year/MM)
Discharge Type:
Grade Eq.:
SECTION 2 - OTHER COMPENSATION/RECRUITMENT FLEXIBILITY USED
SECTION 3 - CERTIFICATION (completed by Recommending Official/First Level Supervisor)
I certify that this employee is receiving his/her first appointment in the Federal Government or is being reappointed following a break in service of at least 90 calendar days and will be covered by the Federal annual and sick leave programs; the position is difficult to fill, necessary to achieve an important organizational mission or performance goal, or the skills and experience of the employee are essential to the position. In the absence of the credit requested, the activity would encounter difficulty in filling the vacant position with a high-quality candidate.
SECTION 4 - HRD USE ONLY
Hours/Pay Period
SECTION 5 - OCHR USE ONLY
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